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Guidance for Managing OGD’s Grant Reports  

1. Reports Issued (in order of award phase) 

• Upcoming Competition Report (Monthly): Identifies upcoming solicitations for competitive grant programs. 

• Pending New and Supplemental Amendment Grant Report (Weekly on Mondays): Identifies only new and supplemental grant funding 

amendment actions submitted by the program office to the grants office for processing, but not yet awarded. 1 This report will exclude the 

program codes identified below since OPA has approved these actions to move forward, but these actions for those program codes are still 

subject to press release. 

• Pending New, Supplemental and Incremental Amendment Grant Report (Weekly on Mondays): Identifies new awards and supplemental, and 

incremental grant funding amendment actions submitted by the program office to the grants office for processing.2 This report will ONLY be 

emailed to the appropriate person in the Office of Public Affairs (OPA) to identify opportunities for press releases.  

• Non-Profit and Universities Pending New, Supplemental and Incremental Grant Report (Weekly after Pending New and Supplemental 

Amendment Grant Report is reviewed by OPA): Identifies new awards and supplemental and incremental grant funding amendment actions 

submitted by the program office to the grants office for processing, but not yet awarded. This report will ONLY be emailed to the appropriate 

person in OPA. 

• White House (Weekly on Mondays): Identifies grant awards that grant offices anticipate signing by the following Monday. 

• Congressional Report (Daily and Weekly every Monday): Identifies signed grant awards currently in the congressional notification stage. These 

grant awards were signed the day before the report is issued. 

2. The OPA will review the Congressional Report, Pending New and Supplemental Amendment Grant Report, the Non-Profit and Universities Report, and 

the monthly Upcoming Competition Report as described directly below.  The Pending New, Supplemental and Incremental Amendment Grant Report 

will be reviewed by the appropriate person in OPA for press release purposes only. 

3. Within 3 business days of receipt of the applicable report, OPA will use the color key codes below to identify their response to the items in the report 

and notify notify Denise Polk, Kenneth Sylvester, and OGD via email at OGD_Grant_Reports@epa.gov. If OGD does not receive a response from OPA 

within the 3 business days, OGD will contact OPA to determine how to proceed with respect to the actions in the report. 

a. Color Key Code: 

• Not highlighted = The grant or solicitation can move forward.  

• Green = The action can move forward, but is targeted for a press release. 

• Yellow = There are questions about this action that need to be resolved prior to moving forward. 

• Blue = A meeting should be scheduled with the grant/program office, as appropriate, with OPA to address questions prior to moving 

forward with the action. 

f. Color Key Code will be standard across all reports. 

                                                           
1 All new and supplemental grant actions with Program Codes V and VC (Superfund), FS and CS (SRF), and BG (PPGs) have clearance to move forward, but may be identified by 
OPA for a press release. All other new and supplemental actions will be reviewed and must be cleared by OPA prior to moving forward. 
2 All Incremental amendment actions are not subject to review by OPA for clearance and can move forward, but still may be subject to press release as determined by OPA. 
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g.a. The email address, OGD_Grant_Reports@epa.gov, will be used for all reporting purposes. 

 

 

4. Within 1-2 business days of notification from OPA, OGD will contact individual POCs (LVFC, Regions, Programs, and GMOs) to notify them of specific actions 

requiring additional follow-up, as appropriate. Upon receipt of the color coded report(s) from OPA, OGD will forward to all POCs (Regions, Programs, GMOs, 

ARAs, SROs, LVFC, PADs, etc.) all applicable reports identifying the actions required based on the Color Key Code. The Upcoming Competition Report will be 

forwarded to the program offices for action as appropriate. OGD, within 1-2 business days of receipt from OPA, will contact individual POCs (LVFC, Regions, 

Programs, and GMOs) to notify them of specific actions requiring additional follow-up, as appropriate.  

a. For grants actions identified for press release, the appropriate OPA staff will be copied on the email communication.  

b. OGD will document communications in appropriate spreadsheet maintained in NPTCD’s SharePoint site. 

c. POCs will reach out to OPA directly to address any questions.  

d. POCs have a deadline of 2 business days to provide status update and/or resolution to OGD. 

4. POCs provide resolution status to OPA, OGD_Grant_Reports@epa.gov, and the OGD POCs. 

5. OPA will notify OGD via email that the matter has been resolved and the actions can move forward. 

6. OGD documents resolution in appropriate spreadsheet and will notify appropriate POCs of final resolution via email address 

OGD_Grant_Reports@epa.gov, which will then provide final instructions.  

Special Instructions for GMOs: 

1. To ensure IGMS grant actions accurately and timely correspond to the pending reports, ALL actions must have a valid date entered in the IGMS “Funding 

Pkg Date” (FPD) field within the “Draft Award Document”.  OGD requests that when an action is received by the program office that the FPD be entered 

immediately upon receipt or as soon as practicable. 

2. Every Wednesday by noon Eastern time the GMOs, or their designee, will identify any new supplemental actions that were not included in the prior 

report and update the NPTCD SharePoint site via https://usepa.sharepoint.com/sites/OARM/OGD/NPTCD/Docs/Pending%20Supplemental%20Awards, 

with the information requested in the template. If there are no supplemental actions to report for that week, enter your “AASHIP” in the appropriate 

column on the report and write the following note in the “Project Description” section: “No Supplemental Actions to Report this period.”  

3. Non-monetary actions, including decrease amendment actions, do not require OPA review and have clearance to move forward; therefore, these actions 

will not appear on any report.  

4. The program and/or grants offices should accurately and specifically describe the nature and intent of the project being performed (e.g. address drought 

relief, reduce carbon footprint, etc). The key point is to connect the project description language to EPA’s core environmental programs. In other words, 

drought or extreme weather patterns could impact drinking water availability or water quality; air quality may be impacted by wildfires. 
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OGD Grant Award Reporting Flow Chart Communication Process* 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*This flow chart relates to only the Grant Award process. Solicitations are not covered in this process. 

Every Monday, 
OGD emails the 

Grant Reports to 
Chief of Staff in 

OPA  (and 
Region contacts) 

for Review 

(NOTE - GMOs 
must NOT

finalize awards 
on the Pending 
Reports until 
they receive 

clearance from 
OGD) 

Within 3 business days 
of reports receipt, OPA 
will reply to the OGD 
POC email box using 

key color code for 
those actions requiring 

additional follow up 
with any questions 

pertaining to any grant 
actions listed on the 

Reports.

Was there a 
response 

provided by 
OPA within 

3 days to the 
OGD POC?  

YES or NO 

NO

The OGD POC will  
contact OPA for 

follow up on 
previously sent 
grant reports.

YES

Are there questions 
regarding a grant 

listed on the report?

YES or NO

NO

OGD sends an email 
notification to 

appropriate POCs 
informing them that 

these actions can 
move forward.

YES

OGD initiates contact with 
appropriate POCs informing 

them to contact OPA regarding 
the highlighted grant actions.  

Within two days, the 
appropriate POCs for the 

highlighted grant action will 
contact OPA and the OGD 
Grant Report mailbox  to 

provide resolution.

OPA will email confirmation to 
OGD POC that the matter has 
been adequately addressed.

OGD notifies POCs that 
actions may proceed.
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